Dear Concern, 


With reference to your advertisement published by SMTA I wish to apply for the role of 
“Social Development Specialist” at your esteemed organization. 

As an innovative & Strategic individual who has a proven proficiency and history of exceeding expectations 
through performance. I believe I would be able to participate & impact considerably the ongoing success 
of your company. 

My present employment with K-EIectric as Sr. HR Executive has helped me to develop my skills in key 
areas such as Manpower Planning/Budgeting, Compliance, Recruitment for the better results and achieving 
higher level of accuracy also this diversified background gives me the advantage of interacting with 
different thoughts of people and solving their problems and ensuring their utility for the betterment of 
society and organization as well. 

I can combine my effective communication skills & functional knowledge to identify areas for 
improvement and deliver satisfactory performance working alone or as part of team. 

I have enclosed my Resume for your review and would be thankful for an opportunity to meet with you for 
further discussion on my application. 


Thanks & Regards, 


Muhammad Sohail 

0321-2293549 

0333-3176685 

Email# msohail200961 @yahoo.com 



Career Summary; 

The strategic & innovative HR Professionai who has the proficiency of transiating business’ vision into 
strategies that improve performance, profitabiiity, growth, and empioyee engagement. Further I have 
been working as a Human Resources Generaiist having around 10 years of progressive experience in 
diversified business portfoiios: Marketing, Human Resources with proven abiiity & working with senior 
management to integrate & revamp the business processes having a sound exposure in Human 
Resource Operations, Vendor Management, Business Process Outsourcing, Taient Sourcing, Executing 
Training Programs, Payroii Processing and Personnei records management. Moreover skiifui in 
impiementing embedded HR systems and poiicies with the spirit of cuitivating digitaiization and behaving 
as a change agent for achieving higher ievei of output and driving efficient processes. 

Major Competencies: 

Resuit Oriented 

Time Management 

Projects & Achievements; 

• Successfuiiy executed and supported the impiementation of HRIS-BPO Model for Data Management of 
around 6,000 OSP' staff 

• Impiemented the Time & Attendance system for 6,000, which resuits the saving of around 8 m/month 

• Successfuiiy impiemented Finai Settiement process on SAP HCM & reduced TAT by 40 % 

• Successfuiiy Impiemented the iive Portai System on Share Point for empioyee’s oniine ciearance for 
Final Settlement processing which removed the Hard Copy System of ciearance from different 
stakehoiders & reduced overaii TAT by 45% 

Assignments 

• Worked on Budgeting (RAVEX & CAPEX Budget) for the whoie “HR” as a faciiitator/Accumuiator and 
consoiidated the budget for caiibration and Finai Approvais 

• Worked on a 3P Manpower pianning and deveiopment of Compensation Structure 

Professionai Experience; 

K-Electric Ltd, 

Sr. HR Executive (Sr. Commercial Officer) Sep-2013 to till date 

Job Responsibilities: 

• Coordinating directiy with Business Partners, Line Managers & OSPs in order to fiii the 
Repiacement/Additionai requirements. Emergency Hiring & Acquisition of consuitancy services 
inciuding Doctors/Consuitants & Lawyers etc aiso ensuring their onboarding with compiete formaiities 

• Guiding Line Mangers & staff regarding OSPs poiicies and ensuring compiiance of OSPs’ contracts aiso 
visiting sites/fieids for monitoring contract/safety compiiance and receiving probiems/grievances of staff 

• Providing performance/services evaiuation feedback to the OSPs on quarteriy basis 

• Ensuring proper utiiization of systems and highiighting areas for improvement 

• Processing & reconciiing payroii of OSPs’ staff around 6,000 and ensuring disbursement as weii 

• Executing & supporting Training programs as per business needs 

• Deaiing with OSPs regarding their contract renewais/extensions & ensuring proper iiaison of any 
changes in iaw etc. by coordinating with iegai consuitants and reievant stake hoiders 


Team Piayer 
Change Agent 



FULCRUM (Pvt.) Ltd 
HR Officer 


March-2012 to Sep-2013 


Job Responsibilities: 

• Working in a consuitancy roie & providing resources on need /seasonai basis 

• Deaiing with the Grievances of empioyees and entertaining compiiance issues raised by empioyees 

• Buiiding rapport and effectiveiy interact with empioyees at aii ieveis, demonstrating awareness of their 
different needs, backgrounds and cuitures (taient, education, diverse point of view). 

• Scheduiing interviews and coordinating with empioyees aiso conducting orientation of new hires in their 
respective departments 

• Conducting interviews with Supervisors and managing post interview documents 

• Processing and Reconciiing Payroii for every month for different ciients (Pak Iran Investment Co, Shan 
Foods Private Limited.) 

• Provide core HR services i.e. Compensation & Benefits, HR poiicies & Procedures. 

• Scanning every type of documents 

• Managing and fiiing the documents and making entries in Master Fiie & Updating MIS 

Lexicon Publishers 

Assistant Manager Marketing March 08, 2008 to Oct 19, 2010 

Job Responsibilities: 

• Managing Work Shops and Meetings. 

• Handiing aii types of ciient queries. & Anaiysis of unsatisfied ciients. 

• Visiting ciients on weekiy basis & maintaining caii summary report. 

• Evaiuating and making monthiy Criticai customers service vaiuation 

• Identifying marketing and deveioping reiationship with new ciients 

• Coordinating marketing & saies activities 

• Resoiving aii customer queries. Leading Team and evaiuating their targets 

Education; 


Program 

Duration 

Institute 

Year of Passing 

MBA 

4 Years 

PAF-KIET 

2014 

B.Com 

2 Years 

Karachi University 

2007 






